Outlook Web Access Instructions

The URL for Enterprise Outlook Web Access is:
www.cted.wa.gov/mail

Logon Page:
You will be presented with the following logon box:

2 CTED Outlook Web Access - Microsoft Internet Explorer E‘@|E|
e

File Edit \iew Favorites  Tools  Help I

L] = il T
- | b ) = i r > - ﬁ
Q Back. > Iﬂ IELI | & Search 7. Favorites {T = ﬂ

Address @http:ﬁnwa.cted.wa.guw’ “ 'GD Links **

WASHINGT

DEPARTMENT OF COMMUNITY, RADE & ECONOMIC DEVELOH

ﬁ. Microsoft"Office
3 Outlook Web Access

Provided by Microsoft Exchange Server 2003

Logon to Outlook Web Ac%ss
First time users please read!

1. Enteryour domain & user name (i.e. CTEDjohnd). Do not enter your email address in this bod
2. Enterwyour netwark password
3. Choose premidm or basic mode

Premium Mode: Choose premium maode only ifyou are running Internet Explarer 5.0 and ahove or M3MN 8.0 and above. You v
the best results ifyou are using Internet Explorer 6.0 with current service packs and patches.

Basic Mode: Choose basic mode ifyou are:

» Running a browser other than Internet Explaorer
s Accessing OutlookWeb Access from a non-Windows computer, or
o Operating from a slow Internet connection speed {.e. dial-up)

Finally, to check for new messages, hit the refresh button in Internet Explorer!
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Client {what's this?)

() Premium

() Basic

Security (what's this?)

() Public ar shared computer
() Private computer
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Premium Mode: This is available only if you are running Internet Explorer 5.0 and
above or MSN 8.0 and above.

You will receive the best results if you are using Internet Explorer 6.0 with current service
packs and patches.

Basic Mode: If you are running a browser other than Internet Explorer or accessing from
a non-Windows computer, you should select the BASIC mode.
Also, if you have a slow internet connection, you may find the Basic mode to be faster.

Security Options: Select whether you are accessing Outlook Web Access from a
Public or Shared Computer (For example, an internet kiosk at the airport, a computer
in another office, or a Private Computer) your workstation at the office or your home computer).

Public or Shared Computer Option: Outlook Web Access has new security features
that protect your mailbox and user logon from unauthorized access. If you do not access
Outlook Web Access within a set period of time, Outlook Web Access will automatically



log you out and delete your logon information from the computer. However, you should
still be careful to close the browser before you step away from any Public Kiosk or computer
in order to prevent unauthorized access to your mailbox.

Private Computer Option: This setting allows for a much longer timeout period and should
only be used when you are logging in to Outlook Web Access from your workstation in the office
or from your computer at home.

This is the main Outlook Web Access mail.
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When finished, please log off by clicking on the appropriate Icon of the Web Page



